
�7 









Page | 1  
 

 
Esmeralda County 

Credit Card Program 
Procedures & Policy  

 
 
 

 
Adopt/Approved  

On 
August 01, 2023  



Page | 2  
 

 

Table of Contents 

 
1. Definitions/Responsibilities ………………………………………. 3 

2. Program Overview ………………………………………………... 4 

3. Cardholder Guidelines ……………………………………………. 5 

       3.1 Requesting a card.  

       3.2 Card Issuance/Administration  

      3.3 Card Controls & Limits  

4. Purchasing Guidelines ………………………………………...…. 6  

 4.1 Making a Purchase  

            4.2 Purchase Order Required  

5. Allowable Type of Expenses ……………………………………... 7  

 5.1 Unauthorized Card Use  

 5.2 Purchase Card Violation 

 5.3 Abuse/Negligent Use 

 5.4 Misuse of Card 

 5.5 Revocation Procedure 

6. Accounting Requirements …………………………………………. 8 

 6.1 Reconciliation & Payment Process 

 6.2 Disputed Transaction Resolution 

 6.3 Lost or Stolen Card  

 6.4 Lost Receipts 

7. Card Holder Fraud Alerts ………………………………………… 9 

Appendix A 

 Forms 

  A1 – Purchase Card Administrative Form 

  A2 – Agreement to Accept Purchase Card 



Page | 3  
 

  A3 – Purchase Card Request Form 

1. 1 Definitions/Responsibilities 

 Credit Card Program – A purchasing program designed to cut costs and streamline the 
purchasing process by reducing paperwork and processing time. For purchases under $1,000 (or 
the approved amount set per County Commissioner’s) on behalf of Esmeralda County.  

 Credit Card (C-Card) – Commercial purchasing card (charge card) that allows authorized 
Supervisor’s/Elected Officials to make purchases on behalf of the County.  

 Nevada State Bank Commercial Card Program – The Nevada State Bank Credit Card 
system used for Purchase Card administration.  

 Card Holder – A supervisor/elected official or employee who is approved to make credit 
card purchases according to the guidelines established in the policy and procedures. The 
cardholder is authorized by the County Commissioner’s. The supervisor or elected official has 
read and signed the “Agreement to accept purchase card” in appendix A.  

• Accountable for all Purchase Card transactions.  
• Contacts the vendor to resolve any discrepancies. 
• Submits all supporting documentation (receipts, invoices, etc.) within a week 

to the County Auditor for payment.  
• Responsible for the security of the card.  
• Complies with the Purchase Card policy and procedures.  
• Reports lost or stolen purchase cards immediately to NS Bank and Esmeralda 

County Clerk/Treasurer.  
• Surrender the purchase card upon termination. Any unreconciled charges will 

be handled through the District Attorney’s office.  

Clerk/Treasurer Deputy – May or may not be a card holder. Collects and reconciles the purchase 
card receipts in COUNTY CARD PROGRAM. 

• Monitors the status of the assigned cardholder’s purchase cards.  
• Responsible for collection purchase card receipts, reviewing posted 

transactions in TYLER.  
• Reconciles the receipts to the online activity reported for each assigned 

cardholder. 

Department Head – must ensure appropriations are available before approving purchases 
to ensure the annual budget is not exceeded.  

• Authorizes which departmental employees(s) will receive a purchase card.  
• Responsible for authorizing a purchase card usage and expenditures.  
• Conducts an annual review of department cardholders and reconciles with the 

Clerk/Treasurer.  
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• Collects purchase cards from terminated employees and arranges for card 
cancellation.  

• Verifies if any employee transferred into department with purchase access 
should retain purchase card privileges or if card should be cancelled. Forwards 
this information to the Clerk/Treasurer.  

Program Administrator – May or may not be a cardholder. County Elected Official who is 
responsible for managing all aspects of the purchase card program.  

• Provides training for authorized purchase card holders.  
• Coordinates the enrollment, changed and termination of purchase cards.  
• Notifies the appropriate department head of unauthorized purchase card usage.  

 

2.0 Program Overview 

This program introduces a new way of purchasing through electronic invoicing and payment 
processing using Nevada State Bank Commercial Card system.  

The program allows an authorized cardholder to acquire materials and supplies needed to 
maintain the daily operations of the County. The objectives of the program are: 

1. Reduce cost of processing high volume, low dollar transactions. 
2. Reduce approval processing time. 
3. Eliminate lead time needed to purchase materials and supplies. 

This program is NOT intended to avoid or bypass appropriate purchasing or payment 
procedures. The program is intended to enhance the existing process.  

The purchase card program is designed for purchasing materials and supplies with a single 
transaction limit of $3,00 for elected official or $1,000 for all other card holder or the 
documented approved limit set by the County Commissioner’s. This amount can be revised at 
any time and changed by the County Clerk/Treasurer. The Clerk/Treasurer can also make a 
temporary card limit increase, per a letter of direction from the Supervisor.  

This program is designed to be simple and easy to use for small dollar transactions. Controls are 
in place to provide protection to the cardholders and Esmeralda County.  

The purchase card can be used for:  

1. In store purchases 
2. Online purchases, when you cannot get the item through other means or by setting up 

an account to get invoices processed in normal billing paying procedure.  
3. Postage 
4. Hotel Rooms and Conference  

Each cardholder is responsible for the security of the card and accountable for all transactions on 
his/her card.  
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1. The card is issued in the employee’s, supervisor, or elected officials name; therefore, 
the purchase card CAN ONLY be used by the card holder. 

2. Cardholder may not use a personal rewards card of any type (e.g., frequent flyer 
miles, fuel perks, etc.) in connection with the county purchase card.  

 

The purchase card is NOT to be used for personal purchases under any 
circumstances. 

As we continue to improve the way we conduct business, the use of the purchase card program 
will help make significant reductions in processing small dollar transactions.  

Feedback is essential to ensure the ongoing success of the program. We want to know if there are 
issues and welcome your thoughts and suggestions.  

If there are any questions about the program or additional information is needed, please contact 
the Clerk/Treasurer.  

3.0 Cardholder Guidelines 

Requesting a Purchase Card 

The request for a purchase card must be approved by the Esmeralda County Board of 
Commissioner’s.  

a. Employee completes the purchase card request form (page 13). Once completed then 
the form is turned into the Clerk/Treasurer. 

b. The Clerk/Treasurer will look over the form to ensure all information is correct. Once 
she is satisfied the form is correct, she will draft an agenda request for approval by 
the County Commissioners.  

c. Once approved the Clerk/Treasurer or designee will schedule scheduled training. 
d. Employee signs the “Agreement to Accept Purchase Card” (page 12) A copy of this 

will be sent down to the Auditor. 
e. The Clerk/Treasurer issues county credit card to employee.  

NOTE: The employee’s signature on the “Agreement to Accept Purchase Card” indicates an 
understanding of the program and agreement to adhere to the policies and guidelines established 
for the program.  

Although the card is issued in the employee’s name, it is the property of the County and Nevada 
State Bank. It is to be used for County purchases ONLY and in accordance with these guidelines.  

3.1 Card Issuance/Administration  

All cards will be issued by the Clerk/Treasurer with the approval of the County Commissioner’s.  

County Funds are committed each time the purchase card is used. This is a responsibility that 
needs to be taken seriously.  
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Audits will be conducted monthly of all credit card activity. Consequence, ranging from 
revocation of purchase privileges to termination of employment will be invoked for improper 
use.  

 

 

3.2 Card Controls and Limits 

The purchase program is designed to give the greatest amount of flexibility for The County 
purchasing needs. Any restrictions placed on the card are designed to protect the cardholders and 
the county. If a cardholder attempts a purchase which exceeds the spending limit, or from a 
merchant outside of the approved merchant category coded, the transaction will be declined. This 
ensures the purchase is within controls and limits established to safeguard against improper or 
fraudulent use.  

a. The credit card program has an established single transaction limit of $3,000.  
b. Cardholders shall not intentionally split a purchase that exceeds the spending 

limit with the intent of processing smaller transactions to avoid the transaction 
limit.  

c. Treasurer’s approval is required to increase a cardholder’s single transaction 
limit.  

d. The Clerk/Treasurer restricts items or merchants according to how the 
department needs to use the card.  

e. For unauthorized card use, see page 9 

Purchase Guidelines 

Making A Purchase 

Cardholder should confirm the vendor accepts Visa Cards. 

All receipts must be signed by the Cardholder and submitted to the Auditor for credit card 
payment.  

In Store Purchases – Cardholder must sign the charge receipt and obtain a detailed receipt 
as supporting documentation. 

Internet Orders – Must be ordered through a secure network connection. Cardholder can 
ONLY make purchases from “secure sites” DO NOT SAVE CARD NUMBER ON 
ANY WEBSITE. 

A secure website uses https://www. The “s” means the website is secure. 

The “lock” symbol indicates the website is secure. 

Telephone Orders – Request a faxed or emailed order confirmation as your receipt. If not 
available, provide a signed written description of the items(s) ordered. 

https://www/
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Fax Orders – Do not fax card number. Cardholder must call and give card number over 
the phone. This method is being phased out and will not be accepted after 2025.  

For out-of-town travel, Cardholders shall submit paper receipts the first day back in the office. 

Purchases should not include NEVADA SALES TAX. If vendor requires a sales tax exemption 
form, contact the County Auditor. We have a letter that explains the county as tax exempt. The 
tax letter is only for county business. If it is found to have been used for personal business, there 
maybe legal ramifications.  

The person whose name is on the credit card is the only one authorized to use the card. 
This person is also responsible for ensuring that all charges are following these guidelines. 

The Cardholder is responsible for obtaining all documentation regardless of who receives the 
shipment. 

Acceptable receipt documentation includes a signed credit card slip, a sales receipt, packing slip, 
cash register tape or a combination thereof, which contains all the following: 

 Vendor name 

 Last 4 numbers of the card 

 Purchase amount 

 Description of the item(s) purchased. 

 Date of purchase 

 Cardholder signature 

Please take precautions to store and maintain receipts until it is time to submit them. 

If Cardholder cannot produce a receipt, they are required to sign and complete the Lost Receipt 
section of the Credit Card Administrative Form (page 16) Cardholder may be required to 
reimburse the County for undocumented purchases if subsequent review indicates the purchase, 
was an unauthorized use. If you have any questions, please call the Auditor.  

If there is a discrepancy, refer to the Disputed Transaction Resolution section of this document 
(page 16) Habitual failure to retain and turn in receipts will result in revocation of credit card 
privileges. Department Heads are responsible for spending within their annual appropriation 
budget. 

 

ACTION REQUIRED 

 Mutual aid (travel and supplies) 

 Temporary increase in spending limit  

 Individual cases that require an increase in spending and provide a    
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 benefit to the county.  

To handle these action items, please send an email to celgan@esmeraldacountynv.org, or call the 
Clerk/Treasurer at 775 485-6309. 

 

ALLOWABLE TYPE OF EXPENSES        

 Subscriptions, books, memberships 

 Office supplies 

 Computer supplies, software 

 Materials, supplies, tools 

 Education and meeting expenses (not including meals) 

 Callout meals 

 Uniforms  

 Fuel for County vehicles during travel out of town or when County fuel pumps are 
disabled. 

 Hotels 

 Automotive Parts 

If you have an odd circumstance that you need to use a card for, but the product is not listed 
above, call the Auditor to gain permission.  

Remember this is ONLY if you cannot secure the product/service by other means.  

UNAUTHORIZED CARD USE    

 Cash advances 

 Personal use 

 Contractual and/or professional services (where a contract requires 

 appointing authority approval) 

 Donation to charitable organizations 

 Construction trade work 

 Electronic online auction house purchases (eBay, etc.) unless  

 Approved by the Department Head in advance, in writing. 

 Alcoholic beverages 
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 Entertainment 

 Payments to individuals and/or employees 

 Prescription drugs and controlled substances 

 Weapons and ammunition (except as approved by the Sheriff) 

 Hazardous chemicals, except as needed in the normal operations of  

 a department  

 Gift cards (contact the County Auditor for all gift card) 

 Personal travel expenses (in-room movies, mini-bar, alcoholic   

 Beverages, etc.) 

Travel Expenses (outside of the scope of the meeting or   conference)  

 Food, unless prior approval has been obtained. 

 Meals for which a per diem has been paid to the employee. 

 Meal tips more than 20% 

ABUSE/NEGLIGENT USE 

 Intentionally splitting a purchase to circumvent delegated authority 

 or transaction limit. 

 Failing to maintain receipts and other documentation or approvals 

 Lack of care in protecting card information 

 Allowing others to use the card 

 

MISUSE OF CARD 

 Will result in revocation of Credit Card privileges and cancellation of Card.  

A Cardholder found to have fraudulently used a credit card is personally liable for all fraudulent 
charges and is required to reimburse the county for the charges. If the cardholder is not 
cooperative in this, then it will go do the District Attorney for further action taken.   

Cardholder may be subject to disciplinary action up to and including termination of 
employment. The matter may be referred to the District Attorney for further action, including 
criminal prosecution. For certain types of fraudulent misuse, employment termination is 
Mandatory and immediate. 

REVOCATION PROCEDURE  
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 Immediately notify the County Auditor and the County Treasurer with a letter of 
direction.  Clerk/Treasurer will cancel the credit card with Nevada State Bank. Cardholder must 
surrender card to Clerk/Treasurer within 24 hours. 

 

ACCOUNTING REQUIREMENTS 

Record keeping is essential to ensure the success of this program: 

 Receipts must be submitted to the County Auditor within 1 week of purchase or as soon 
as the product arrives. The supervisor/elected official reconciles receipts in Tyler or the Nevada 
State Bank online portal. The supervisor/Elected Official reviews, approves, and signs the excel 
cover sheet for credit cards. All original receipts will be retained by Finance Department per the 
schedule of retention and NRS statues that apply. The monthly statement billing cycle ends on 
the last day of every month. All billing cycle transactions not previously submitted are due to the 
Accounts Payable Clerk by the second working day of the month. Credit Card activity can be 
audited at any time. 

DISPUTED TRANSACTION RESOLUTION 

It is the Cardholder’s responsibility to contact the vendor. If the vendor agrees an error has been 
made, the cardholder’s account should be corrected. The County Auditor and Clerk/Treasurer 
must be informed the transaction is being disputed as a reminder that the item is still pending 
resolution. Use the Disputes section of Credit Card Administrative Form (page 16) to make a 
record of all conversations and/or correspondence.  

If the vendor does not agree an error has been made, contact the Program Administrator. Provide 
a copy of the completed credit card Administrative Form noting the amount in question. Keep a 
copy for your records. Disputes should be resolved immediately.  

LOST OR STOLEN CARDS 

The credit card is the property of Zions Bank Corp. and should be secured the same as a personal 
credit card. If the card is lost or stolen, report it immediately to the number shown below. 
Written confirmation of cancellation must then be confirmed to the Clerk/Treasurer by 
completing the Lost or Stolen Credit Card section of the credit card Administrative From (page 
16) Prompt action in this situation can reduce the County’s liability for fraudulent charges. Upon 
receipt of the call, the Credit Card will be cancelled. Re-issuance of the Credit Card will be 
coordinated through the Program Administrator. 

LOST RECEIPTS 

It is the responsibility of the cardholder to request a duplicate receipt from the vendor. If unable 
to obtain a duplicate, complete the Lost Receipt section of the Credit Card Administrative Form 
(page 16)  

CARDHOLDER FRAUD ALERTS 
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Consider this information as an opportunity to strengthen our defense against fraudsters. Please 
do your part in safeguarding our business and yourself by enrolling in cardholder alerts. 
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CREDIT CARD ADMINISTRATIVE FORM 

Cardholder: ______________________                      Dept:_________________ 

Last four of Credit Card No: ______________________           

      
 
                                       _________________________                ___________ 
   Cardholder Signature     Date 
     
  

Forward the original form to the Clerk/Treasurer.  
Email copy of signed form to: County Recorder/Auditor 

 

DISPUTES 

DISPUTE (check one): 

   Credit Not Posted (attached Credit Slip)      Incorrect Amount (attach sales receipt) 

    Duplicate Posting                            Other 

 
Merchant Name: ____________________________   Dollar Amount:_____________ 

 
Describe Dispute : _______________________________________________________________ 
______________________________________________________________________________
______________________________________________________________________________ 
 

LOST OR STOLEN CREDIT CARD 

RREASON (check one): 

      Lost card          Stolen card         Other 

Describe Situation: ______________________________________________________________ 
______________________________________________________________________________ 
NOTE:   Cardholder MUST contact Nevada State Bank customer service to report missing Credit 
Card, 1-888-635-8317.   
 
Date card was reported to Nevada State Bank : _________________________________ 
 
Approval for ordering replacement card: ____________________________ 

       Department Head Signature and Date 
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Lost Receipts 
 
           What was purchased: _________________________               Purchase Amount: ___________ 
   
 Vendor Name and Address: ______________________________________________________ 
           ______________________________________________________
 EXPLANATION: ________________________________________________________________ 
   _____________________________________________________________________________ 
 _____________________________________________________________________________ 

 
Please also do a Letter of Direction to the County Auditor explaining that the 

receipt was lost. Submit this with the County Credit Card cover sheet for 
payment.  
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AGREEMENT TO ACCEPT CREDIT CARD 
 

The County Commissioners are pleased to present you with Nevada State Bank Credit Card. It 
represents the County’s trust in you. You are being entrusted with a powerful and valuable tool 
and will be making financial commitments on behalf of the County. Your signature below is 
verification that you have read the Purchasing Card Program Procedures Manual & Guidelines, 
and agree to comply with them, as well as with the following responsibilities. You also 
acknowledge that you have received Credit Card #____________________. 

 
1. I understand the card is for County- approved purchases only and I agree not to make any 

personal purchases with this card. 
2. I have received training and a copy of the Purchasing Card Program Procedures Manual & 

Guidelines regarding the proper usage of this card. 
3. I understand that improper use of this card is considered misappropriation of County funds 

and my card can be revoked. Improper use of this card can also result in disciplinary action, 
up to and including termination of employment and prosecution. 

4. If the card is lost or stolen, I will immediately notify the Program Administrator or Nevada 
State Bank Credit Card Customer Service (as determined in the Manual.) If the notification is 
made directly to Nevada State Bank customer service, I will confirm to the Program 
Administrator by using the Credit Card Administrative Form (page 16)  

5. I agree to surrender the Credit Card immediately upon termination or employment, whether 
voluntary or involuntary. I understand that any unreconciled charges will be handle by the 
District Attorney, after my employment ends with the County.  

6. The card is issued in my name. I will not allow any other person to use the card. I am 
responsible for any and all charges billed against the Credit Card. 

7. All charges will be billed directly to and paid directly by the County. The bank cannot accept 
any money from me directly. Any unapproved charges billed on my Credit Card would be 
considered misappropriation of County funds and subject me to disciplinary action, as well 
as payroll deduction for these charges. 

8. I understand I am required to comply with internal control procedures designed to protect 
County assets. This may include being asked to produce the card to validate its existence 
and account number. The County will have access to any and all records related to the use 
of my Credit Card.  

9. Since I am responsible for all charges on the Credit Card, I will resolve any discrepancies by 
contacting the vendor. 

10. The charges made against my card are assigned to various General Ledger accounts as 
specified by my Department Head. 

11. When using this card, I will strive to obtain the beset value for the County and will not use 
any personal rewards card for purchases. 

12. My card may be revoked based on change of assignment or location. 
 
_________________________________________      _______________________________________ 
Employee Signature                          Date Employee Printed Name 
 
_________________________________________ 
Department Head Signature                             Date 
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ESMERALDA COUNTY  
CREDIT CARD REQUEST FORM 

 
Before submitting this form, please be sure you have read and understand the Purchasing Card Program 
Procedures Manual & Guidelines. By making this request, you agree to go through the required training, 
and abide by these procedures and guidelines. Failure to follow the procedures and/or comply with the 
guidelines may result in revoking of credit card privileges and potentially subject you to disciplinary 
action, up to and including dismissal. 
 
 
Employee Name:  _____________________________________________ 
(as it will appear on Credit Card) 

Department: _____________________________________________  
Position: _____________________________________________ 
SS Number (last four digits):  _____________________________________________ 
Date of birth:  _____________________________________________ 
Work Phone Number:  _____________________________________________ 
Home Address:   _____________________________________________ 
      _____________________________________________ 
      _____________________________________________ 
 
(You will be contacted by the Clerk/Treasurer and asked to provide a 4-digit and/or letter identifier that you will 
need to know if you must contact Nevada State Bank Customer Service about your card.) 

 
I have received and read the Purchasing Card Program Procedures Manual & Guidelines, 
including the Agreement to Accept Credit Card. I hereby agree to comply with its terms and 
conditions. I understand that if this request is approved, my continued use of the Credit Card is 
at the discretion of the County Clerk/Treasurer and County Commissioners, and that this 
program can be modified or discontinued at any time. 
This was presented and approved on _________ at a regular County 
Commissioner Board meeting.  
 
________________________________________    __________________ 
Employee’s Signature        Date 
 
________________________________________     _________________ 
Department Head Signature        Date 
 
________________________________________     _________________ 
Appointing Authority Signature       Date 
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